HOW TO CREATE A TEMPLATE VOUCHER
1. From the menu, select Accounts Payable>Vouchers>Entry>Regular Entry.
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2. In the Add a New Value screen, select Template Voucher for Voucher Style.  Enter Vendor Information and today’s date for Invoice Date.  Click on [image: image2.png]Add
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3. The system will display the Invoice Information page.  In the Invoice Information page, enter Template ID and Description.  Then, enter the cost center information (reference: HOW TO CREATE A VOUCHER).  Click on [image: image4.png]& save)
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